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LRCiv 5.4

FILING; COPY FOR JUDGE

Except for routine discovery notices, a clear, legible copy of

every pleading or other document filed shall accompany each

original pleading or other document filed with the Clerk for use by

the District Judge or Magistrate Judge to whom the case is assigned

and additional copies for each Judge in three-judge cases.
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LRCiv 5.5

ELECTRONIC FILING

(a) Electronic Case Filing Administrative Policies and

Procedures Manual.  The Clerk of Court is authorized to develop,

publish and implement an Electronic Case Filing Administrative

Policies and Procedures Manual for the District of Arizona

(Administrative Manual).

(b) Filing of Documents Electronically.  The Court will

accept for filing documents submitted, signed or verified by

electronic means consistent with these rules and the Administrative

Manual.  Filing of documents electronically in compliance with

these rules and the Administrative Manual will constitute filing

with the Court for purposes of Rule 5(e) of the Federal Rules of

Civil Procedure.

(c) Scope of Electronic Filing.  All cases filed in this

Court will be maintained in the Electronic Case Filing (ECF) System

in accordance with these rules and the Administrative Manual.

(d) Registered User Eligibility.  Attorneys admitted to the

bar of this Court and attorneys and certified students permitted to

practice in this Court under Local Rule 83.1(b) are eligible to

become Registered Users of the ECF system.  Unless the Court orders

otherwise, parties appearing without an attorney shall not file

documents electronically.

(e) Registration.  Applicants shall register to file

electronically in a form prescribed by the Clerk of Court.

(f) Password Security.  Registered Users shall protect the

security of their passwords and shall immediately notify the Clerk

of Court if they learn that their password has been compromised.

(g) Signatures.  The log-in and password required to submit

documents to the ECF System constitute the Registered User’s

signature on all electronic documents filed with the Court for

purposes of Rule 11 of the Federal Rules of Civil Procedure.

Documents signed by an attorney shall be filed using that

attorney’s ECF log-in and password and shall not be filed using a
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log-in and password belonging to another attorney.  No person shall

knowingly permit or cause to permit a Registered User’s password to

be used by anyone other than an authorized agent of the Registered

User.

(h) Service of Electronic Filings.  Registration as an ECF

user constitutes consent to the electronic service of all documents

through the Court’s transmission facilities for purposes of Rule

5(b)(2)(D) of the Federal Rules of Civil Procedure.  Transmission

of the Notice of Electronic Filing to a Registered User’s e-mail

address constitutes service of the hyperlinked document(s).  Only

the Notice of Electronic Filing, generated and transmitted by the

ECF system, is sufficient to constitute electronic service of an

electronically filed document.  Non-registered users shall be

provided notice of the filing by other means in accordance with the

Federal Rules of Civil Procedure.



     1 A sample form is provided in Appendix C.
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III. Pleadings and Motions 

F.R.CIV.P. 7. Pleadings Allowed; Form of Motions

LRCiv 7.1

FORMS OF PAPERS

(a) Title Page.  The following information shall be stated

upon the first page of every document and may be presented for

filing single-spaced1:

(1) The name, address, e-mail address, State Bar

Attorney number, telephone number, and optionally the fax number,

of the attorney appearing for the party in the action or proceeding

and whether the attorney appears for the plaintiff, defendant, or

other party - in propria persona - shall be typewritten or printed

in the space to the left of the center of the page and beginning at

line one (1) on the first page.  The space to the right of the

center shall be reserved for the filing marks of the Clerk.

(2) The title of the Court shall commence on or below

line six (6) of the first page.

(3) Below the title of the Court, there shall be

inserted in the space to the left of the center of the paper the

title of the action or proceeding.  If the parties are too numerous

for all to be named on the first page, the names of the parties

only may be continued on the second or successive pages.  All

parties named in the case caption shall be separated by semicolons

on any initial or amended complaint, petition, crossclaim,

counterclaim, or third-party complaint.  If the initial or amended

complaint, petition, crossclaim, counterclaim, or third-party

complaint applies to a consolidated action, the affected case

number(s) must appear below the number of the established "lead",

or lowest-numbered case.  For all other papers filed in civil or

criminal cases, it is sufficient to state the name of the first

party on each side with an appropriate indication of the other

parties, as provided by Rule 10(a), Federal Rules of Civil
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Procedure.  All counsel/litigants are required to use proper

capitalization and spacing to denote the correct spelling of the

party names.  In the space to the right of the center there shall

be inserted (A) the number of the action or proceeding; (B) a brief

description of the nature of the document, including demand for

trial by jury if made in the document; and (C) mention of any

notice of motion or affidavits or memorandum in support.

(b) Pleadings and Other Papers.

(1) All pleadings and other papers shall be submitted on

unglazed paper 8 ½ inches by 11 inches and shall be signed as

provided in Rule 11 of the Federal Rules of Civil Procedure.

Documents intended for filing shall be presented to the Clerk's

Office without being folded or rolled and shall be kept in flat

files.  The body of all documents shall be typed double-spaced and

shall not exceed 28 lines per page; they shall not be single-spaced

except for footnotes and indented quotations.  All pleadings,

motions and other original papers filed with the Clerk shall be in

a fixed-pitch type size no smaller than ten (10) pitch (10 letters

per inch) or in a proportional font size no smaller than 13 point.

The left margin shall not be less than 1 ½ inches and the right

margin shall not be less than ½ inch.  All documents presented for

filing shall be stapled in the upper left-hand corner.  Documents

which are too large for stapling should be bound with a metal prong

fastener at the top, center of the document.  Documents filed by

incarcerated persons are exempt from the stapling and fastening

requirements.

(2) In civil cases when a party requests specific

relief, except for dismissal or summary judgment pursuant to

Federal Rules of Civil Procedure 12(b) or 56, the party must lodge

with the Clerk a separate proposed order.

(3) Proposed orders prepared for the signature of a

United States District Judge or a Magistrate Judge must be prepared

on a separate document containing the heading data required by

subparagraphs (a)(2) and (3) above as appropriate, and must not be
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included as an integral part of stipulations, motions, or other

pleadings.  The proposed order must not contain any information

identifying the party submitting the order.  Proposed orders

submitted electronically must not contain a date or signature

block.  All other proposed orders must contain the following

uniform signature block (Magistrate Judges should be adapted

accordingly):

DATED this _____ day of _______________, 20____.

______________________________

(Judge's Name)

United States District Judge

(c) Electronic Documents.  Documents submitted for filing in

the ECF System shall be in a Portable Document Format (PDF).

Documents which exist only in paper format shall be scanned into

PDF for electronic filing.  All other documents shall be converted

to PDF directly from a word processing program (e.g., Microsoft

Word® or Corel WordPerfect®), rather than created from the scanned

image of a paper document.

(d) Attachments to Pleadings and Memoranda.

(1) Attachments.  No copy of a pleading, exhibit or

minute entry which has been filed in a case shall be attached to

the original of a subsequent pleading, motion or memorandum of

points and authorities.

(2) Incorporation by Reference.  If a party desires to

call the Court's attention to anything contained in a previous

pleading, motion or minute entry, the party shall do so by

incorporation by reference.

(3) Authorities Cited in Memoranda.  Copies of

authorities cited in memoranda shall not be attached to the

original of any motion or memorandum of authorities.

(4) Attachments to Judge.  Nothing herein shall be

construed as prohibiting a party from attaching copies of

pleadings, motions, exhibits, minute entries or texts of
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authorities to a copy of a motion or memorandum of points and

authorities delivered to the District Judge or Magistrate Judge to

whom the case has been assigned.  Any such attachments or

authorities provided to the District Judge or Magistrate Judge must

also be provided to all other attorneys.

(5) Sanctions.  In addition to any other sanctions, for

violation of this Local Rule, the Court may order the removal of

the offending document and charge the offending party or counsel

such costs or fees as may be necessary to cover the Clerk's costs

of filing, preservation, or storage.
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LRCiv 83.3

APPEARANCE BY ATTORNEY OR PARTY; NAME AND ADDRESS CHANGES;

CONTROL OF CAUSE

(a) Attorney of Record; Duties of Counsel.  Except as

provided below, no attorney shall appear in any action or file

anything in any action without first appearing as counsel of

record.  In any matter, even if it has gone to judgment, there must

be a formal substitution or association of counsel before any

attorney, who is not an attorney of record, may appear.  An

attorney of record shall be deemed responsible as attorney of

record in all matters before and after judgment until the time for

appeal or until there has been a formal withdrawal from or

substitution in the case.  Notwithstanding the provisions of

paragraph (b) of this Local Rule, whenever a federal, state, county

or municipal law office headed by a public officer who has appeared

as counsel of record, or a private or public law firm that has been

retained by a party and has appeared as counsel of record while

remaining counsel of record wishes to substitute or associate an

attorney who is a member of, associated with, or otherwise employed

by that office or firm such substitution or association may be

accomplished by timely filing a notice of substitution or

association with the Clerk of the Court.  The notice shall state

the names of the attorneys who are the subjects of the substitution

or association and the current address and e-mail address of the

attorney substituting or associating.  An occasional court

appearance or filing of a pleading, motion or other document as

associate counsel at the request of an attorney of record shall not

require the filing of a notice of association.

(b) Withdrawal and Substitution.  No attorney shall be

permitted to withdraw or be substituted as attorney of record in

any pending action except by formal written order of the Court,

supported by written application setting forth the reasons therefor

together with the name, last known residence and last known
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telephone number of the client, as follows:

(1) Where such application bears the written approval of

the client, it shall be accompanied by a proposed written order and

may be presented to the Court ex parte.  The withdrawing attorney

shall give prompt notice of the entry of such order, together with

the name, last known residence and last known telephone number of

the client, to all other parties or their attorneys.

(2) Where such application does not bear the written

approval of the client, it shall be made by motion and shall be

served upon the client and all other parties or their attorneys.

The motion shall be accompanied by a certificate of the attorney

making the motion that (A) the client has been notified in writing

of the status of the case including the dates and times of any

court hearings or trial settings, pending compliance with any

existing court orders and the possibility of sanctions, or (B) the

client cannot be located or for whatever other reason cannot be

notified of the pendency of the motion and the status of the case.

(3) No attorney shall be permitted to withdraw as

attorney of record after an action has been set for trial, (A)

unless there shall be endorsed upon the application therefore,

either the signature of an attorney stating that the attorney is

advised of the trial date and will be prepared for trial, or the

signature of the client stating that the client is advised of the

time and date and has made suitable arrangements to be prepared for

trial, or (B) unless the Court is otherwise satisfied for good

cause shown that the attorney should be permitted to withdraw.

(c) Applicability of Rules.  

(1)  Anyone appearing before the court is bound by these

Local Rules.  Any reference in these Local Rules to 'attorney' or

'counsel' applies to parties not represented by an attorney unless

the context requires otherwise.

(2)  Appearance by Represented Party.  Whenever a party

has appeared by an attorney, that party cannot thereafter appear or
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act in that party's own behalf in the cause, or take any steps

therein, unless an order of substitution shall first have been made

by the Court after notice to the attorney of each such party, and

to the opposite party. The attorney who has appeared of record for

any party shall represent such party in the cause and shall be

recognized by the Court and by all the parties to the cause as

having control of the client's case, in all proper ways, and shall,

as such attorney, sign all papers which are to be signed on behalf

of the client, provided that the Court may in its discretion hear

a party in open court, notwithstanding the fact that that party has

appeared or is represented by an attorney.

(d) Changes of Name, Affiliation, Address.  Any

unrepresented party in an action pending in this District must file

and serve a written notice advising if he or she has a change in

name or address. Any attorney in an action pending in this District

must file and serve a written notice advising if he or she has a

change in name, firm name, address or e-mail address.  The

attorney's State Bar Attorney number must appear on such

notification.  The notice must be filed ten (10) days before the

move becomes effective, and include all case numbers of all pending

matters in which the unrepresented party or the attorney has

appeared.  An attorney whose name, address, e-mail address, firm

name or address has changed must also update the information

through the Electronic Case Filing System utility menu.

(e) Ex Parte Presentations; Duty to Court.  All applications

to a District Judge or Magistrate Judge of this Court for ex parte

orders shall be made by an attorney of this Court or by an

individual on that individual's own behalf.  In the event that any

ex parte matter or default proceeding has been presented to any

District Judge, Magistrate Judge or judicial officer and the

requested relief is denied for any reason, such matter shall not be

presented to any other District Judge or Magistrate Judge or

judicial officer without making a full disclosure of the prior
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presentation.  Counsel should be governed by the provisions of ER

3.3 of the Rules of Professional Conduct, Rule 42, Rules of the

Supreme Court of Arizona.  For a failure to comply with the

provisions of this Local Rule, the order or judgment made on such

subsequent application may be vacated at any time as a fraud upon

the Court. 
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F.R.CRIM.P. 12. Pleadings and Pretrial Motions

LRCrim 12.1

FORMS OF PAPERS AND MOTIONS

With regard to Forms of Papers and Motions, see Rules 7.1 and

7.2 of the Local Rules of Civil Procedure.
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F.R.CRIM.P. 47. Motions and Supporting Affidavits 

LRCrim 47.1

FORMS OF PAPERS AND MOTIONS

With regard to Forms of Papers and Motions, see Rules 7.1 and

7.2 of the Local Rules of Civil Procedure.
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LRCrim 49.3

ELECTRONIC FILING AND SERVICE

With regard to electronic filing and service, see Rule 5.5 of

the Local Rules of Civil Procedure.




